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CENTRAL INTELLIGENCE AGINCY.
Washington, D, C.

ADMINISTRATIVE INSTRUCE o : 11 Auvgust 192;9
NO.
SUBJECT: Emﬁloyee Final Clearance.

RESCISSIONS: Admin; sfrativﬂtions o I cated 2

May 1 \&8 and dated 2 Decembexi,,»ﬂ:946.

1. Fach ‘employee\w(vill obtain clearance prior to final payment.
Clearance will be obteined on "Final Payment Clearance Sheet! Form
No. 34=30 when an employé- is being terminateq;” leaving for over=
seas duty,. granted leave \ggthout pay for a period in excess of 60
calendar days, or when being transferred to or from an unvouchered
fund status. Y,

2. The Personnel Ofi‘ice\"ngill be notified by "Personnel Action
Request", at least one week prior to the effective date of the request.
Upon receipt of "Personnel Acticn Reguest!, the Personnel Office
will malte necessary arrangements for an exit interview and for final
clearance. The Personnel. Office #ill direct the employee to
Inspection end Security for security clesrance and will then obtain
the additional required clearatices by telephone, obtain the employee's
signature and direct the employee to deliver the form to the applicsble
payroll office of the Budget Office: ‘When the employec is unavailable
all action indicated will ;be taken except procaurement of the employce's
signature. %,

. 3. The CIA Headgﬁ;rters and Headquali‘;;t,ers Detachment and the Naval
Administrative Command will take similsr action in the case of military
personnel. F Y

4. The Chief of a field office will: \»

A\

k)

3,

a. Qﬁibrief the employee.

b.fcomplete certification blocks "office to which assigned"
and "§;écmity Branch". 3

#c.  Obtain employee's signature and forwarding address.

# d., Forwerd the form to the Personnel Officedhrough eptablished
Qﬁamels. TS B ) \ :

. # _ FOR_THE DIRECTOR OF CENTRAL INTELLIGENCE:
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. -all action indicated wiil be taken oxcept procurement of the employce!s
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CENTRAL INTELLIGENCE acENoy ‘ .
Washington, p, c. MWQ(AQ/

ﬁg{tﬂlNI&TRATIVE INSTR“ 11 dugust; 1949 STATINTL
SUBJECT ; Enployee Final Glearance, STATINTL

STATINTL

RESCISSIONS:  Administrative tionsNo_ dated 24
May 1948 and ﬂ dated 2 December 1946,

1. Faeh employee will obtain clearance prior to final payment,
Clearance wil} be obtained on "Fina) Payment Clearance Sheet! Form

Request", at least one wieek prior to the effective date of the request,
Upon receipt of "Personnel Action Request", the Personnel 0ffice

will malee hecessary arrangements for an exit interview ang for final ;
clearance, ThePersonneJ. Office wily direct the employee to T
Inspection ang Security for security eclearance and will then obtain ;
the additiona] Tequired clearances by telepho,ne, obtain the employee's

signature ang direcet the employee to deliver the form to the appliceble

Payroll office of the Budget Officei  When the employec is unavailable

signature,
3. The C14 Headquarters ang Headquarters Detachment and the Naval ¢
Administrative Command wi1] teke similar action in the case of military ¥
personnel, N -
4o The Chief of g field office wil]:
8+ De-brief the employec,

b. Complete certification blocks "office to which assignedn
and "Security Branch",

C.  Obtain employee!s signature ang forwarding address,

d. Forward the form to tpe Personnel 0fficethrougn eptablished :

chamnels, ¥

T : Y '
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CENTRAL INTRLLIGENCE AGENCY
: Washington; D, C,

| ‘ .~ ADMINISTRATIVE INSTRL“ 11 August 1949
| ' -
| ‘ SUBJECT: Employee Final Clearance, .
RESCISSIONS: Administrative tiong Wo, dated 2L
Mey 1948 and No dated 2 emoer 1946,

1. Each employee will obtain clearance prior to final payment,
Clearance will be obtained on "Final Payment Clearance -Sheet" Form
No., 3/=30 when an employee is being terminated, leaving for over-
seas duty, granted lsave without pay for a period in excess of 40
calendar days, or when being transferred to or from an unvouchered
fund status, ‘ »

: 2. The Personnel Office will be notified by "Personnel Action
5 Request", at least one week prior to the effective date of the request.
J Upon receipt of "Personnel Action Request", the Personnel Office

: will make necessary arrangements for an exit interview and for final
cleerance. The Personnel Office will direct the employee to
_ Inspection and Security for security clearance and will then obtain
’ ‘ the additional required clearances by telephone, obtain the employee's
f signature and direet the employee to deliver the form to the applicsable
_ payroll office of the Budget Office. When the employee is unavailable
; all action indicated wiil be taken except procurement of the employcets
} signature,

i 3. The CIA Headquarters and Headquarters Detachment and the Naval
i Administrative Command will take similer action in the case of military
personnel, :

4u The Chief of a field office mill:

&. De~brief the employee.

‘ b. Complefe certification blocks "office to which assigned”
and "Security Branch",

¢, Obtain émploye‘e's signature and forwarding address,
d. Forward the form to the Personnel Office.through eptablished

channels, ) ‘
FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
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Youke T s -+ DRAFT - 7/26/49 _;

SUBJEG.T: ﬁmnloyee Flnal ’clearance. ‘

1. Bach employee will obtain clearance prior to final payment.

. ADMINISTRATI
Sh’ATINTL o, -agn - ¢
A

i

Clearance will be obtained on "Final Payment Clearance Sheet " Form

i
| Nos 34=30 whon an employee is being terminated, leaving for overseas k
: ‘ {

* v duty, grented leave without pay for a period in excess of 60 calendar

deys, or when being transferred to or from an unvouchered fund status. ' [
o 1
2 The Personnel Office will be notified by "Personnel Action

i "“Personstel Actten P‘“/""JI
of the request. TUpon receipt of'\w the Personnel Office

|
| |
] Request", Formiioe-3%=dy at loast one week prior ‘to th; offective date ‘ ‘
i
|
will make necessary arrengements far anexit interview and for findl ",

clearance. The Personnel Office will direet the employee to Inspection

and Security for secunty clearsnce and will then obtein the additional
requlred clearances by telephone. obtein the employee's signature and i
&.M(.»L'r Ehie g Lottn o dediloen Ui é»om.,_, Fo Gl o ppliiemtaty //n?«\wf/b i
ghe Budget Office. When the employee is unavaileble |

O et &y I

. all action indicated will be takéﬁ:except procurement of the employee's

signature. :
3« The CIA Headquarters and Headquarters Detachment: a.nd the Naval

| _Administrative Command will take similar action in the case of mllltary
1 - ‘ | personnel,
4 The Chief of a field office wills

’ ‘a.' De-brief the employea. |

be Complete éertification blocks "'off‘ice to which assigned"

and "Security Branch". V .

d. Obtain e‘mplos.ree's;signature and forwarding addresse .

d. Forward the form to the Persomel Offiée.w Wd i
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CENTRAL . INTELLIGENCE AGENCY
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“FINAL PAYMEwT CLEARANCE GSHEET (7
NAME OF EMPLOYEE OFFICE
REASON FOR CLEARANCE
ITENS TO 8E CERTIFIED
1. Exit interview ! 6. Orders (mi)itary or naval)
2. Transportation requests : 7. Property . . jssuances (m
3. Credit cards. (gasoline and oll) '8, Leave {annual, sick, LWOP) 19,
N, ldentification badges, credentiale 9. Travel and transportation advances 14,
8. Books, officlal documents, etc. 10. Claims, otc.

CERTIFICATION OF OFFICIALS (PLEASE INCLUDE COMMENTS PERTAINING TO EXCEPTIONS IN° AN ATTACHED MEMORANDUM)

| CERTIFY that the {tems for which | am responsible have been checked with official records,and, except as
indicated, the employee named is clear of obligations with ClA. :

PERSONMEL BR.
1 jroow no. 100

(PERSONNEL RELAT(ONS DIVISION)
sulloine Central

SECURITY BR.
7 ROOM NO.

2210 E Street
BUILDING

Items to be certified: 1-11 (Please circle exceptions}

Items to be certified: 1-8 {(Please clrcle exceptlions)

STGNATURE SIGNATURE
TITLE DATE TITLE DATE
OFFICE TO WHICH ASSIGNED BUDGET AND FIMANCE BR.
2 |rdom no. BUILDING 8 | noom no. 226  surLoing Central

Items to be certified: 5=7 (Please clrcle exceptlions)

Ytems to be certified: ©6-9=10 (Please clrcle exceptions)

SIGNATURE

SIGNATURE

TITLE DATE

-

TITLE DATE

SERVICES BR.

: (PROPERTY CONTROL D'V'Sl“}
6 lroow no. 214

sultoing North

é_sg)(srscm. FUNDS DIVISION)
4 |“toom no. 1602 suttoine L ,

Item to be certified: 7 (Please clrcte exception!

Items to be certified: 8-9-10 (Please circie exceptions)

SIGNATURE

SIGNATURE

.

TITLE DATE

TITLE DATE

‘SER"CES BR. lnms?bna‘rlon DIVISION)
5 lroow no. 213 suiLoine North

"~ NAVAL ADM. COMMAND OR HDQ. AND WDQ. DETACH.
~

BUILDING

_J"ROOM NO. :
Items to be_certifled: 6=12"(Please circle exceptions)

Items to be certified: 2-3 (Please circle exceptions!
S 1GNATURE :

s

TITLE || DATE

DATE

0CD (LIBRARY)

3 lnoow vo. 1429
Item to be certified:

puitoing. Mo
8 (Please clrcle exception!

BUILDING

SIGNATURE \ :
00M NO.
(PIu}o{rcle exceptions)

S IGNATURE

TITLE
R
Items to be eorll}lo(./=

SIGNATURE
. ‘ ‘ .

TITLE

DATE

TITLE” ‘ DATE
P N

CERTIFICATION BY EMPLOYEE

| CERTIFY- that to the best of my knowledge and pelief .| am not indebted to the united States Government
whatsoever as a result of my connection with this organization. .

DATE

SIGNATURE OF SEPARATING EMPLOYEE

FORWARD ING- ADDRESS

STREET AND NOs cITY

L - FORM NO.
WAy 1048 3

STATE TELEPHONE

30 REPLACES FORM .NO. 3@-20 WHICH 1S NOT TO BE U

SED.
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APMENIGIR YIVE T PRUGTION
0.

JUBJECTs Employow Finsl Clonroncde

1, tseh saployes will obtalo cleorance prior to fiael paynente

N v Clenranco will be m:i,m sed on "Pinal Paysent Clearence dheot " Porn
Hoe 34«50 whon au smployoe iz belup termineted, leaving ior oversens
duty, pravbed lsave withoub PRy for o period in exoees of 00 calendar
dayn, or :.uhem hedng trenalorrad to or from an unvoushored Cund sbetuse
2¢  The Forsomuel (fPiee will be nobilflod by "Porsouneld Actlon
togiost", Form Hoe ST, ab Isaet cue weelk prlor to the effostlive ¢
of bhe roguoat. Upon reoeint of Fora Hoe S7w3, the Forsomel (ffice
wild make nocoosory arcangeosends Lo ancemdbt lovorview sad Jor Oical
clovrance. Tho Ferscusel OUhee will dlvoct the auployee Lo Inopoeblion
o and Bedurity Jop securlty rlmmmeca Mr? will then obtaln the mlditmuaJ:

¢ : TV AN ASTI I Y S T P \V;p'.r?», " (TR "“vp “Ylﬂ st el

required olearences by talepmm“,' obbain the a\plmyaa'ﬂ slgnaiure and

1s authorized to grant clemrances with respect to property.

Only Property Officers of the employee’s‘ branch

F

forward the form Ho the Budgelt OLTicox »"”mnn tha avaplayw is unavaileble
sll action indicated will bo btaken mne@fﬁ: procurenent; of tho aaplnjae‘
signabure.
S Tho CIA Heodquerters and Hoadquarbors Detachmont and the avel
L Administrative Gomnend will take aimilar actlon in the case of militery
S ‘ po.rmxmel. '
4 Tho Chief of a flold offlce wills

fe i)a-hriar the mplowe.
L bs Coaplobe certirismtion blooks “office to which asﬁigncd"
: ‘ ~ end "Security Branche
L ' ¢+ Ohtnin emplom's siganture :mﬂ forwerding aﬁms&q

) : de Pormard the form to the Persomnel oqu
Yoo
Vo .
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S ‘ materials required to be sutmitted at a later date will be processed as des—
. cribed .’m‘p‘aragrgphs 2 and 3 above sxcept that«a.pprovedv applications will be

TS y .
ADMINISTRATIVE Imsm ‘ o ;
xo, o f

‘for these examinatioms, They will be available to assist individual employees ° !
;
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CENTRAL INTELLIGENCE AGENCY ‘
Washington, D. C, ' i

Soprch ST

SUBJECT: Applications for Civil Service Examinations.

1, The U, S, Civil Service Commission frequently announces examina-
tions 61“ interest to CIA employees, Personnel wishing to apply for these
examinations may pot file applications direet with the Civil Service Commis—
sion but will submit applications as described below.

2, Applications will be submitted to the Administrative Officers. who,
after review, will transmit them to the Personnel Officer, The Personrel
Officer, before forwarding the applieations to the Civil Service Commission,
will clear‘ them with the Chief of Inspection and Security, Applications
requiring alteration bevause of security considerations will be returned by
the Personnel Officer to the employee through the apprOpriate Administrative
Qfficer for revision end retransmission through the same channele.

3. Administrative Officers have been given the appropriate supplies

and have been instructed regarding the preparation of information required _ f‘f

in the preparat:lon of the Standa.rd Form No, 57, "Application for Federal
Erployment", any supplemental mater:.als required by the a.nnouncement, and the :
appropriate card application form,

4e In the case of "assembled" examinations in which initial application

is made on Card Form 5000 48, employees mey forward these cards direct to the
Civil Service COmission. However, Standard Fom No, 57 and a.mr supplemental

Apbroved For. Release 2001/08/02 : C_IA-RDPS
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G e  ReIRICTED

ADMINISTRATIVE INSTRUCTION-

returned to the employee for tramsmittal to the Civil Service Commission at

the time of examination, Applicants for these examinations arve generally

required to submit Standard Form No, 57 at the time of the written examination,

5« Employees should prepare épplications for Civil Service examinations
as soon as possible after announcement in order. %o allow sufficient time for
the necessary clearance and transmission to the Givil Service Commisaion.‘ The
interest of employees and their rJ.ght to partlcipate in these examinations will
be protected in every way,\P;; i:‘;:ne;:tion with this requirement.

FOR THE DIRECTOR .OF CENTRAL ' INTELLIGENCE:

aﬁxecu{;ive'

DISTRIBUTION: ALL CIA EMPLOYEES,

RESTRICTED
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[uUNCLASSIFIED CRESTRICH CONFIDENTIAL. -~ SECRET
. © 0 (SENDFR WLt bE—GL-AS3TF ICATION TOP AND BOTTOM) aE

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

INITIALS| DATE

10

' Chief, Manégement Branch

INITIALS] DATE.

2.6.

: Chief of Tnspecum_uwmy ,<2

o

[ IapprovAL L1 inFormaTION T sianature
[TIcTioN "1 DIRECT .REPLY I RETURN

[I—TI L Lpreparation oF repLy L——1 pispaTCH
[—Jconcurrence [ RrecommenpaTion [ 1FiLE

REMARKS: -~ |
Concur, recommending that Pa.ragi‘aph 3 be
l deleted and Paragraph 2 be renumbered No. 3 and
. ) that a new Paragraph.2 be inserted as given.in
the attached sheet. ’ ' ’

SECRET  CONFIDENTIAL ESTRICTE UNCLASSIFIED
" UFORM.NO. o0 0 ‘ oL . S :
SEP 1947

Approved For Release 2001/08/02 : CIA-RDP81-00728R000100010031-9
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2. Appliéations will be submitted to the Administrative Officers ‘ i
who, after review, will transmit them to the Persomnel Officer, The |
Personnel Officer, before forwarding the applicaiions to the Civil Service
Commission, will clear them with the Chief of Inspection and Security.
Applications requiring‘alteratiqn because of security considerations will
be returned by the Personnel Officer to the employee through the appropriate
vAdministr;tive Officer for revision and retransmission through the same

. channels.
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1
2
3
[ Airprova LT inrormaTiON C " s1anature
CheTion 1 DIRECT REPLY [ RETURN

T eomment L Ipreparation oF repLy ——1 pispaten
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© | REMARKS:

SECRET CONFIDENTIAL GESTR!CTED UKCLASSIFIED
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i

£ FORM NO.

L sep 1a47 004
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“cribed in paragraphs 2 and 3 above except that approved applications will be

'ﬁhe time of examihation.__ Applicents for these .examinations are ‘generally '
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DRAFT

- CENTRAL INTELLIGENCE AGENCY
Washington, D. C,

ADNINISTRATIVE INS’T’RUCTION 17 February 1949
NO.

SUBJECT: Applications for Civil Service Examinations

.1, The U, S. Civil Service Commissidn frequently announces exafnina-
tions of interest to CIA employees, Personnel wishing to apply for these
examinations may not file epplications direct with the Civil Service Commis-
sion but will submit applications as described below.

2. Administrative Officers have been given the appropriate supplies
and have been instructed regarding the preparation of information required
for these examinations, They will be available to assist individual emplbyees
in the prepertion of the Standard Form 57, Application for Federal Employment,

any supplemental materials required by the announcement, and the appropriate

- card application form,

3. Applicaticns will be submitted to the ‘Administrative Officers who
will arrange for trensmission of the application through appropriate channels
to the Civil Service Commission, Appl:.cations requiring alteration due to
security consideratlons will be returned to. the employee through the appropriate
Administrative Officer for revision and re-submission through the same channels.
4s In the case‘ of Yassembled" examinations in which initial application
is mede on Card Form 5600 AB, emplo&ees may forward these cards direct to the

Civil Service Commic=ion, However, Standard Form 57 and any supplemental

materials required to be submitted at a later date will be processed as des- .

returned to the employee for transmittgl ‘to ‘the Civil Service Commission at

required to abmit Standard Form 57 at the ‘time of the written examination.

Approved For Release 2001/08/02 CIA-RDP81-00?28R000100010031-9
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STATINTL ADMINISTRATIVE INSTRUGTION NO. - | 17 Pebrusry 1949 S
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5.  Employees should prepere applications for Civil Service examinations

as soon as possible after announcement in order to allow sufficient time for

the necessery cleerence and transmis.sion to the Civil Service Commission,

The interest of employees and their right to participate in these examinations

will be protected in every way in connection with this requirement. :

‘FOR THE DIRECTCR OF CENTRAL INTELLIGENCE: i

| | , %
. : : i
STATINTL | m |

: i’ _ . ~Acting bxecutive
DISTRIBUTION: ALL CIA EMPLOYEES ;

STATINTL -
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RESTRICTE;
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